OCEAN CITY

Airport

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. W

PAGE 1 of /

Agency

Town of Ocean City

Division/Unit

Ocean City Municipal Airport

ITEM
NO DESCRIPTION RETENTION
1 Registration Ticket Retain for 3 years and until all audit
requirments have been fulfilled, then destroy.
2 Finance Records Retain for 3 years and until all audit

requirements have been fulfilled, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

p } <~O0)

TYPE NAME

TITLE

. Ku«jb 4 (:/\ g

e pod Mon age

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
APR 11 2000

DATE

SIGNATURE , K




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

" Page [ .Of_ﬁ\;

i

1. DEPARTMENT/AGENCY

LeEsn 5/747

2. DIVISION

/){%4%/7«{5

3. UNIT

ST

DEFINITION - Recor(Senes A group of related records normaily filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

5@?‘/@7/@%7%1/ 7/;6/

5. EARLIE 7EAR 1 LATETEST YEAR

6. RZRD SERIES DESCRIPTION { Brefly describe the lypes of mfolmanorvcocu'nen.s:fo:ms found in the Series. /elude the purpose of function of the Sznes:

/?/?K/fé/ﬂ//ge:s—
ﬁﬂl‘ A Wﬂpf@%ﬁ—é///ﬂf}@’

Wreee % - Ser v

JLRS /f&f///

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

. O File Drawer(s)
QO Lelter Sze O Microfilm O Alphabetical O Microiilm Ree! 553
| Comg ‘ / O Computer Taoe s}
O Legal Sze O Computer Tape umerical o Other {Speciiy)
O Bound Book O Floppy Disk 0 . Chronological -Number
o Audio Tape O Video Tage G Geographical 10. ANNUAL ACCUMULATION
- - O File Orawer s}
iher (Specify) X\_’) Q Other (Specify) Q -Microfilm Reel (s}
) O Computer Tzoeis}
: a Other iSpecify)
’ ~ Number
11, FILE IS USE 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly o Monthly O Month{s) c  Yearis)

Number

13. CURRENT LOCATION(S} (Bldg.. Floor, Room)

/4/,4701-9/‘*7/

-

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency 2r cffice:

a Yes o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) ° 16. AUDIT REQUIREMENTS
o Yes : . 0 No O None 0 State a Federal g Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED RETENTIOV

Retain for 3 years and until all
audit requirements have been

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

fulfilled, then destroy.

.5 550-4 (Revised 1/93)




{NSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1} 7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DMVISION

P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page&__ of %

1. DEPARTMENT/AGENCY

pret Ci7s %

2. DIVISION

00 //;r’/éé

3. UNIT

DEFINITION - Reco:ds eries -

LIRP T

A group of related rocords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

ﬁﬂﬁ/@z@hzs

5. EARLIEST YEAR 1 LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bricfly describe the types of informationvcocumentsiforms {sund in lhe Series. lnclude the ourpose of tunction of the Series:

Covtppnss s Crads T Zwred /ece/
f?A - s TS Spfes &

- LR /@W’/ -

///wae’ dy/és <o

4%/‘/«5 D8 /

o510 A m/éff; Lt

Fb—/zeA 6/76@/ -

K Lopy s A5 F}/%/mf D=pf—

9. VOLUME

7. RECORD SE{ES FO AT(S) o 8. RECORD SERIES SEQUENCE
-7 ’ Qa File Drawer(s}
elter Size O Microfilm O Alphabetical a Microiilm Ree! s;
: o a Computer Teoe i3 i
O Legal Size O Computer Tape Urnerical mtr (Specsiy) m
O Bound Book O Floppy Disk O . Chronological “Numbr
a Audio Tape O Video Tepe o Geographical 10. ANNUAL ACCUMULATION
v : ) . O File Drawer \s;
" 3 Other (Specify) ’ O Other {Specify) o Microfilm Reei {sj
0 Computer Tsoeis}
- Q Other (Speciy)
' ~ Number
11." FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
O Monthly a  Month(s) c  Year(s)

ally - O  Weekly

Numbet

13. CURRENT LOCATION(S) (Bldg.: Floor, Room)

A ors—

14. IS RECORD SERIES OUPLICATED ELSEWHERE? {if yes, specily agency or office!

o Yes : . S No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

O Yes : . O No

16. AUDIT REQUIREMENTS

D None 0 State Q Federal o independent

17. (S AN INDEX SYSTEM USED? {if yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED RETENTIO

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE HUMBER

3§ 5504 (Revised 1/93)




